CM/ECEF - Version 3.2 ATTORNEY TIP SHEET

Menu Items: Navigating the Menu bar

These new features are enhancements - you may still access any category or event(s)
as you always have through the original navigation methods as in previous releases.

With this 3.2 version Menu items can be displayed in cascading tiles by pressing the Alt
key along with the letter that is underlined in the menu name, e.g., Alt-u expands the
Utilities menu. The designated letter may differ with the browser. When using the Alt
key to navigate the menu, you may continue using the keyboard arrows and Enter key to
select menu items, or you may simply place your cursor over the item and left click the
mouse to select.

A user can now also display the items on a CM/ECF menu by hovering over its name on
the main blue menu bar; moving the cursor to the name of a subordinate menu will list its
components. Remember, you can still use the original menus as in previous releases, by
clicking on the blue menu bar item

EE F Bamkruptcy ~  Adversary ~ Query Reports =  Utilities - Search LogoutH

U.S. Bankruptcy Court
Northern District of Georgia
Official Court Electronic Document Filing System




By using the Alt-u keystrokes, or hovering the cursor over Utilities on the blue menu bar,
the Utilities menu will display as follows:
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Keep in mind that your options may differ from the options displayed here!
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. Bookmarks:

It is now possible to create a bookmark for any menu item. This allows a user to put the
most-used items on the browser’s toolbar or in the bookmark menu; these can then be
opened in different tabs or windows. To create a bookmark from a menu item, place the
cursor over the item for which the bookmark is being created, right click the mouse, then
choose how you wish to mark it - Open in New Tab or Open in New Window.

v v EY Utilities * Search  LogoutlHd
Open
Bankruptcy Events Open in Mew Tab
Open in Mew Window
Answer/Response. .. Save Target As...
Auditor's Reports Prink Target
%E%Fﬂin [f Upgrade Yahoo! Toolbar to editfadd new bookmarks
M = Email this link to Friend
Case Upload
Batch
Claim Actions
e S Copy Shartcut
Claims Filers
Claims Upload
C'ourt Events Add to Favarites. ..
Creditor Maintenance Convert link target to Adobe POF
File Claims Convert link target to existing PDF
Judge Trustee Assignment Open with WordPerfect
Motions/Applications Properties
Multi-Case Docleeting
Notices
Open a BK Case

REMEMBER if you choose to bookmark your menu items, you will not have access to other
categories and their respective events, from the bookmarked item because the menu bar will not
be available as you can see from the below illustration.

|Ba|1kmptt:;r Events
Answer Respoase. (Open an [vol. Case
T . The blue menu
I Auditor's Reports % bar will not be §
%ﬁ Dﬂm—& displayed from
_E e a bookmarked
Case Upload Play page
Batch Trustee US Trustes




Search: (Keyboard command = Alt-S)

A new item appears on the blue menu bar called Search. This menu item can be used to
quickly locate the correct docket event. To use the new menu and event Search, click
Search on the blue menu bar, or Alt-S keyboard command.
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A small pop-up window appears for entering the text to be searched. Once the user enters
the text in the search box and clicks the magnifying-glass icon (or presses the Enter key)
the results are displayed on the screen, with the search string characters highlighted.
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Enter k
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Each result found is a hyperlink to the corresponding menu item or event, so the user can
go directly to it. Only letters and numbers can be searched. In the example below, the
word “hearing” was searched.

EE c F Bankruptey - Adversary ~ Query Reports -~ Utilities - Search Laogout

earch results for 'hearing’

5 gvenrs found Search Menns and Events
|hearing oL
Adversary Events — Motions
Set Heasing, Motion to,
Adversary Events — Notices L
These are hyper-
Notice of Heari .
e links to the menu
Bankruptey Events — Motions/ Applications or Event
Set Heanng, Motion to
Bankruptcy Events — Notices
- T 1
| s

In the following example, the user chose Bankruptcy Events — Notices — Notice of
Hearing. The Event chosen from the results screen will automatically appear in the
“Selected Events” list - see #1. From this screen the user can pick additional items from
the Event list by holding down the Control key - see #2.

= . = 5 =
UE c F Bankruptcy Adversary Query Reports LWilities Search Logout B2

Search for
Chapter:- 13 v additional Case Flag: APPEAL, T27FILED

Events

Start typing to find another event. Hold down Cirl to add additional stems.

Available Events {chick to select events) Selected Events (chck to remove events)
Certification Re: Review of Proof of Claims Notice of Hearing

MNotice

Motice Rescheduling 34 Tmig/ConfHrg
Meotice of Appearance (Attomey) #1
Motice of Appearance (Creditor)
MNotice of Foreign Representative’s Intent to Commence Case ltem

Motice of Leave of Absence #2 Hold down the pickEd
Motice of Motion

MNotice of Request for Redaction C‘[rl-key to select from
Motice to Discontinue E-Mail Notrfication et 3
Notification of Submission of Redaction Statermant additional items results

list [
€



. Case Opening:

When opening a Bankruptcy case not using automatic case upload, the Chapter field no
longer defaults to Chapter 13. If a new petition is filed using Open a BK Case, the user
must select the correct Chapter by clicking the down-arrow.

Answer Re - EDO Entrv Screen
Appeal Payment of Fees

Opena BK Case

Trostee TS Trustes
Trastee's 341 F
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Open Mew Bankruptcy Case

Case tvpe bk

Date filed 9/11/72008

Chapier [l ~
Joint Petition n

Click the down-arrow and pick
the appropriate Chapter

Deficiencies o

From the drop-down menu choose the appropriate Chapter 11, 12, 13, 15, 7 or 9.



. Amended Claims:

When amending a claim you must use the Find button to locate and identify the claim
being amended.

i L b - v
UE c F Bapnkruptcy Adversary Query Reports Utilities Search Logout
Proof Of Claim Information For
46433 - Wells Fargo Home Mortgage, Inc.

P.0. Box 10335
Des Moines, LA 50306-0335
Amends Clamn #:
Case Number: 06-60025-jb (Find] Ci’];:f{
Last Date To File: Date Filed: 091172008
Last Date To File{Gont):
Amount Claimed
Unsecured Secored Priority Unknown Total (Display Only)
Description:
Remarks:
.A.ﬂ.e'l.d options: (' Clear all Amounts
:

After clicking the Find button the user will receive a display of all claims filed in the
case. Below is an example of the results screen when using the Find button.

£ Georgia Northern Bankruptcy CM/ECE ¥3.2 TRAIN DB - Windows Internet Explorer, E|[EJE|
5[5 https: ffecf-train,ganb. circ11,denfcgi-binfoet_claim_data.pltcaseid=7449%reditarid=464 338 aimno=frasenumber=06-60025-ibdcredtortype=CR. ¥ ﬁ :

Creditor Name | Claim # | Date filed |
Stawiarsld & Associates, P.C. 3 09/11/2008
Triad Financial Corporation 2 09/11/2008

Wells Fargo Home Mortgage, Inc. l 09/11/2008




When the cursor is placed over the claim list the user will see the Creditor’s name and the
address associated with that claim.

* Georgia Northern Bankruptcy CM/ECE v3.2 TRAIN DB - Windows Internet Explorer

51‘5https:,l',l'ecf-train.ganl:u.ciru:l1.dcn,l'u:gi-l:uinjget_u:Iaim_data.pl?caseid=?449&£reditnrid=46433&J:Iaimn0=&J:asenumber=D6-6ElD25-jI:uBu:rediturtype=CR e ﬁ

Creditor Name | | Claim # | Date filed |
Stawiarskd & Associates, P.C. 3 09/11/2008
Triad Financial Corporation 2 09/11/2008
Wells Faroco Home Mortoaze Inc. | 09/11/2008

P.O. Box 10335 (46433)
Des Moines. 1A 30306-0335

The user will select the claim to be amended by clicking on the appropriate (original)
claim. Once selected, this process will automatically populate the Amends Claim # field
with the claim number which is being amended and populate the Amount Claimed
field(s) with the amount(s) identified in the original claim.

EECF Bapkruptcy = Adversary - Query Reports -  Utilities =~ Search LEoutll

Proof Of Claim Information For -

46433 - Wells Fargo Home Mortgage, Inc.
P.O. Box 10335
Des Moines, 1A 50306-0335

Case Number: 06-60025-jb ‘:‘m‘“ds c% ;:::f”;
Last Date To File: Date Filed: 09/11/2008
Last Diate Ta File{ Gent):
Amount Claimed
Unsecured Secured Prionity Unknown Total (Drsplay Onby)
1500.00 1500.00
Description:
Remarks:
Amend options: O Clear all Amounts
;

The user must click the “Amend options: O Clear all Amounts” radio button or the
amount(s) entered for the amended claim will be added to the previous amount(s)
claimed!



Clicking this radio button will automatically clear the amount(s) field(s), but not remove
the claim number to be amended. As illustrated below, by clicking the Clear all Amounts
radio button the amount is removed, but the claim number to be amended is retained.

I c i - L i - J - - F:
UE F Bankruptey Adversary Query Reports Utilities search  LE out

Proof Of Claim Information For

46433 - Wells Fargo Home Mortgage, Inc.
P.O. Box 10335
Des Moines, [A 50306-0335

Case Number: 06-60025-b

Last Date To File: Date Fied: 09/11/2008
Last Date To File(Govi)
— S Click radio button to .| Display Oniy)
clear original
D you enter the new

amount(s) on the
amended Claim!

:E‘\Mldwﬁnn: (= Clear all Amoun




Adding Creditors:

When editing creditors to identify them as a member of the Creditor Committee, click the
“yes” radio button. The creditor will then be identified as an “Entity” for the purpose of

Conflict Checking. By clicking the “yes” radio button for Creditor Committee, a
checkmark is automatically placed in the “Entity” box.

= :
UE CF Bankruptcy Adversary Query Reports  Utilities Search Logout

Add Creditor(s)

Case 06-60025-jb already contains creditors!

Case number 06-60025-jb Elijah Collins

Name mray be 50 characters. Address may be 5 lines, 40 characters each.
Movre than one creditor may be entered. Sepavate creditors with a blank line.
John M. Smith
N 123 Qak Street . .
DR - ooce, GR 30303 Is the creditor being added
a member of the Creditor

Committee?

Creditor type Cradior w

[Cmdi:lnr committee ) No O Yes

If the creditor is an individual, uncheck the “Entity” box, by clicking it.

= .
UE CF Bankruptcy Adversary Query Reports  Utilities Search Logout B

Add Creditor(s)

Case 06-60025-jb already contains creditors!

Case number 06-60025-jb Elijah Collins

Name may be 30 characters. Address may be 5 lines, 40 characters each.
More than one creditor may be entered. Sepavate creditors with a blank line.

John M. Smith

Name and Address 123 Cak Street
Atlanca, GA 30303

If this creditor committee member is
anindividual, uncheck the Entity box

Creditor type Credior v
Creditor committee () No & Yes



. Reports, Dockets, and PACER:

Cases Report will now reflect the Party Role, if the Party information box is checked.
The example below illustrates the location of this option.

EECF Bankruptey Adversary Query Reports  Utilities  Search  Logout

Cases Report

Warning: you will be billed for the total number of pages (this report is not subject to the 30-page limit

on PACER charges).
office [N ~ Case Type [l ~ Chapter [ ~
Atlanta ap T
Gainesille = bl & 3 -
Trustee NN
Aab, Raymaond J
Aaron, Phillip lswen PG e
Date Type Filed date w From 9182008 to W18/2008
[<]Dpen cases [ [JParty information ]
[ Closed cases
Sort by | Filed Date w - w

Output Format ) Formatted Display
 Data Only
[ Run Repor I[Clear]

There are some new features available under Docket Report:

ZECF _=» “ A
uE F Bankruptey Adversary Query Reports  Utilites  Search  Logout

06-60025-jb Elijah Collins
Case tvpe: bk Chapter: 13 Asser: No Vol: v Chief Judge: Joyee Bihary
Date filed: 01/18/:2006 Date of last filing: 04/18° 2008

1- Links to Notices of Electronic
Filing (Silver ball)

2 - Include headers on PDF’s

3 - View multiple documents

New features under
Docket Report




1 - There is an option to include a link to the Notice of Electronic Filing which shows the
case number, document number, date filed, and the page number(s).

EE c F Bapkruptcy Adversary Query Reports Utilities Search Logout
Docket Sheet

Case pumber 106-bk-G0025
gi‘:‘:ﬁd 1/1/1389 to 9152008 Click Links
box before
Documents to generating
Nk : - : : Docket Sheet
(%) Terminated parties 1—Provides a link
(] Links to Notices of Electronic Filing| (Silver Ball) to Notices
of Electronic Filing
Sort by | Oldast date first e
Run Report | | Clear |

NEF link (Silver Ball) is located next to the document number on the Docket Sheet.

Click the Silver Ball next to the document number for the Notice of Electronic Filing.
See the example below for an illustration of the silver ball’s location and NEF results.

EE C F Bankruptcy Adversary Query

Debtor's Intent to Cure Default and Deposit of Bent into Court Registry. S600.00 filed
by Stan C. Jolmson on behalf of Elijah Collins Jr.. Deadline to Cure Default
10 10 211772006 (Newsome, Dansel)

Search

Reports Litilities Lo g_l'_\lJt

Debtors Means TestDisposable Income Calculation Form filed by Stan C. Johnson on
1002/ behalf of EEjah Collins Jr.. (Newsome, Daniel)

Debtors Means TestDisposable Income Caloulation Form filed by Stan C. Jobnson on
101022006 > §il behalf of EEjah Collns Jr.. (Newsome, Danisl)

Click the Silver ball - then select Html Version radio button, click Display Receipt
button.



EECF Bankruptcy Adversary Query Reports Utilities Search Logout
Select Receipt Type.

o> Fitmd Version Select Html Version - then
O Text Version click Display Receipt

Display Receipt

Notice of Electronic Filing results screen provides all the pertinent information regarding
that filing, e.g., a) case number, b) document number, c¢) time filed, d) date filed,

e) docket text, f) notices will be/not be electronically mailed to: The example below
identifies the location of this information respectively.

EE c F Bankruptcy Adversary Query Reports Liilities Search Logout

T.5. Bankrupicy Court

Nerthern Distriet of Georgia

fived from Johnson, Stan C. entered on 1/18/2006 at 10:55 AM and filed on 1/18/2006
b) Document Number

The following transaction was
Case Name: Elijah 39
Case Number: 06-60025

Document Number: 1. Assigned E-] Time filed
d) Date filed
Docket Text:
Vohmtary Petition (Chapter 13), Fee Collected Filed by Stan C. Johnson on behalf of Eljah Collns Jr.. Government Proof of Claim doe by 7/17

Stan])

The following docoment(s) are associated with this transach

Document deseription:Main Document e) Event &
Original filename:C: Program Files EZ-Filing Collinspetition. pdf Docket Text
Electronic document Stamp:

[STAMP GANBStamp [D=875559624 [Date=1/18/2006] [FileNumber=6456641-0]
[7d2ef7394e685dadb2409d68cdTcE4899b61 2492428 Tal8cc24 1 30cad 1 FEd5Tedd
d05640ibb944ic0eaa 70007512063 238ade 54a24 2b45b6 315 | bQRMAS

f) NEF electronically

it i — L Mailed/Not Mailed

06-60025 Notice will not be electronically mailed to:



2 - Include headers when displaying PDF documents. This header will provide the case
number, document number, dated filed, and the page number(s).

EE c F Bankruptcy Adversary Query Reports utilities Search Logout

Docket Sheet

Case number 1:05-bk-60025 ' 2 —Include
() Filed . headers on
Ok 1171589 to |9/15/2008 PDE
Documents to documents

Include:
1] Terminated parties
[“ILinks to Notices of Electronic Filing

Click link box before

Sort by | Oidest date first generating Docket
Sheet with headers

Run Repont || Clear |

The PDF header will display on the document as illustrated below.

B2 Adobe Acrobat Standard - [show_temp[ 1], pdf]

i‘immmmmcm;m;rmmmﬁmm _
| ;:]CI'MEPDF' é:.jcmrm- I$_|Eacpm- @ﬂmﬂnﬂi'lgr i seowe - s - (5P Review & Comment -

O D e B O & o=~ H :

Fia
| Case: 06-60025-b Doc# 2 Filed: 0111806 <timefiled= Page 1 of 2
LS

UNITED STATES |
NORTHERN IS
ATLAN

IN RE:

DEBETOR(S).

EXTENSION { ) COMPOSITION ()

The debtoris) sulvmitis) all futere camings or other fulare income of (he deblor(s) to the



3 - Users can view multiple documents by clicking on the View Multiple Documents
option, as illustrated below.

ZECF _soines o
UE F Bapkruptey  Adversary Query Reports  Utilities  Search

Docket Sheat

Logout

Case pumber 106-b%-60025

@Fﬂ.l!d | o 3\
ot 1/1/1980 to W16/2008 3 1‘.r"-IE!.ﬂ'ur
multiple

ot . documents
Include: Document op
] Terminated parties ik Scadars il Flaing
[¥] Linkes to Notices of Electronic Fiing [ [7] View miltiple documents Click link box
Soetley| Oldest dote frst - before generating

Docket Sheet

| Run Report J [Cle.ar |

Identify which documents you wish to view by placing a checkmark in the box located
between the document number and the docket text, as illustrated below.

EE C F Bapkruptcy  Adversary Query Reports Utilities  Search Logout

(related document(s) Notice of Appeal (FEE) filed by Elijah Collins)
10022006 > ¥ KB (Newsome, Dianiel)
L] Transmittal of Record on Appeal to District Court (related document(s)

it @&  Select the PDFs you
W|5h tD wew

100272006

10022006 * 1]
i ——————
10/02/2006 27 s Newsorme, Dariel
']

fend Amended Auditer's Report Filed by Newsome, Daniel (RE: related
100272006 g document(s) & Auditors Beport),

KB
‘ Supplementl Auditor's Repor Some entries do not
10/02/2006 29 iy 7 :

have PDF attachments!

10/0272006 " ] N!.mber 056’9“41 (Newsome, Danel)

]  Debtor's Intent to Cure Default and Deposit of Rent into Court Registry.
sagzd 360000 filed by Stan C. Johnson on behalf of Ebjah Colins Jr.. Deadiine to
Cure Default 2/17/2006 (Newsome, Danisl) v

10/02/2006 o*10



After selecting the PDFs, the user can decide to click either View Selected, or Download
Selected by clicking the appropriate button located at the bottom of the docket sheet..
The maximum file size allowed in this View Multiple Documents feature is (MB): 1.

ﬁhmﬂsmﬁmma«m: o i

or Maxmmm fil= size allowed (MBX 1
[ Download Selected ] o

When viewing the pdf document outside the browser (in a separate window), your docket
sheet screen will go blank. You must click the back button on your browser to return the
docket sheet information!

¢~ Georgla Horthern Bankrupicy CMIECE v3.2 TRAIN DB - Windows Internet Explorer l=11E3
D' v [T repsirect-tramn.ganb uscousts. govitoc 1084025393 v B % x s
r - &~ w l Saarchweb = o - @antesor D [(DBockmardks~ My vahoo! » ¥
- = = e
g cegia Morthern Bankruptcy CMECE v2.2 TRAIN D8 & 0O &- a8 o - ok Page v 03 Took -

EE ' k Bankruptcy Adversary Query Raports Ltilities sFearch Logout

IF YOU VIEW THE PDF DOCUMENT OUTSIDE THIS BROWSER

(IN A SEPARATE WINDOW) YOUR DOCKET SHEET WILL GO BLANK!
YOU MUST CLICK THE BACKBUTTON ON YOUR BROWSER TO
RETURN TO THE DOCKET SHEET INFORMATION!




Transcripts:

The Judicial Conference has adopted a policy to include official transcripts of court
proceedings in electronic case files. After a transcript is filed with the court, it may be
viewed (but not printed) in CM/ECF at a public terminal at the Clerk’s office. Any
other access to the document by non-court users is prevented for 90 days. However, a
user may pay a fee to the court reporter or transcriber to gain access to the document via
PACER (with PACER charges applying). Designated court staff will grant permission to
such a user. PACER charges apply to the full transcript!

A padlock icon will be displayed next to the document link for a transcript. As illustrated
below an open, green padlock indicates that access to any and all documents are not
restricted; a closed, red padlock indicates that access to any and all documents are
restricted; and a closed, yellow padlock indicates there are multiple documents, some
restricted and some not.

SRR BAIIIN. i icxing Held 92108 RE: motion. Remote lectroric accessto the
padlnc:k_—hc:t:ess ricted untl 12/15/2008. The ranscript may be viewed at the
Restricted burt Clerk's Office. [For information about how to contact the
transceiber, call the Olerk's Offce] Transesipt access wil be restricted through
BOw 12152008 (Wiggos, rene

09/16/2008

EECF Bankruptcy =  Adversary ~ Query Reports -  Ufilities ~  Search Lugmﬂ
Open, Green

pad'“_ck_‘”“ Transcript regarding Hearing Held /2108 RE: Motion. Remote electronic access to the
Restrictions transcript is restricted untl 12/15/2008. The transcript may be viewed at the

Banlruptey Court Clerk's Office. [For mformation about how to contact the

n transcriber, call the Clerk's Office] Transcript access will be restricted through
BQ48 121572008, (Newsome, Daniel)

(9/16/2008

Closed, Yellow padlock — Multiple

Documents some restricted, some not

anscriber, call the Clerk's Office] Transcript access will be resticted through
09/1672008 L350 121572008 (Newsome, Daniel)




When a docket entry contains multiple pdf documents, some of which are restricted and
some not, as indicated by the yellow padlock, after clicking on the document number a

display will be presented to the user identifying which pdfs are restricted and which are
not.

EE C F Bankruptcy = Adversary = Query Reports =  Utilities = Search Logold

Closed, Red padlock
- Access Restricted

Open, Green padlock —
Mo restriction
1 page

| View All | o | Download AN | 2 pages




